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2. ARCHIVAL ADMiNISTRATION. 'Thislparégraph provides for a continu=-
ino Anency Archival Program to identify, control, and protect per-
_ manently valuabla racords from thelr creation or receipt. and pra=-
scribes policias and respgnsibilicias for affectively carxying out
the program, "'1 | . ‘
a. ARCHIVAL RECORDS 'DEFINED.‘ Yor the purpose of this paragraph
- .Archival records are dafined asi any book, ‘peper, map, photo~
graph, film, recording, or other documant or material regardlese
of physicé; form or characteristic. created or recelved by any-
‘pert of.ﬁhe Ceﬁﬁfel.lntelligahce Agency pursﬁanc to Fedexral Law
of iﬁ copﬁection,with tha transaction ofepublic business and
pfeserveduparﬁanéntiy by CIA or its legitimate predecessor or
succéssor-drganizations aa.evidénce of the organization, functions,
Qolicies,‘dgciéions,.pgocadufes, financial or legal transactions,
VOperatiqhs,_or othe: activities or bacause of the historical
research or inforﬁationel value of data conéeinad therein. '"Archives".
;“Permanent Recéfda" and:“A:FhivaL.Rggorq Méterial"Qmay be used
-‘interchangeably;‘ | | " T | o _
i-,b.- ARCHIVAL ?ROGRAH. Tho Archival Frogram consista of the elamants

liated and described below: _
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and lieting, within "Office—of—Record" responsibility. |

(2)

(3)

Records Rctention Plans = The identification, appraisal,

all records worthy of permanent retention.

‘Archival Record Selection = Cnly those records salected and

identified in a Records Retention Plan will be accepted into

_the Agency Archives.'

Archival Arrangement - The racorde will ba arranged and 1n~

" dexed in such a manner as to facilitate timely and thorough

resaarch xaference sarvice.

4y

Repair and_Preservaﬁion = Torn or damaged records will be

restored by uss of such methods as silk-screening or lam~

5einating. Those records in danger of deterforation will be

presarved by ﬁicrofilming.

POLICIES. The Agency Archival Program shall be aduinisterad on

a decentralieed basis through programs governad by the following

-(2)5

f created and maintained by the most: efficient and economical

" policies: -
GV

| proper documentation'of the organization, functions, policies,

Records shall be made and preserved to provide adequate and
decisions, proceduraa, and essential transaccions of the

AgenCJ both at Haadquarters and in the Field.

Measures shall be taken to enaure that essantial racords are
_;
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- methods to permit ;he;f movement Into the custody and con=-
: .trdl of ﬁhe Ageney‘Archives;- .
-(3)__Maasures shall bn taken to ensura that tamporarily valuabla
records ara not intermixed with the parmanently valuable

records.s : T . '

.(4)::The Agency Archives shall be a facility for storing, process=
| "ing. con;rolling,'gndlsarvicing the archival racords of the
' Agency and its legitimata pf&dacaaaor or succaessor organiza-
'ﬁions. lhe Agegcj Archives shall be compartmented and controlled-
in such a manner that théedefense classification or sensitivity
.[ requirémenta of the effica'cranamiccing the records are
ﬁ_honéred._ B o | T,
‘ ;.(5)'.Records Rstention'PIaha shall be developed to identify recoxds
| | ef.perﬁaneet value, and to provide the basis for peiio&ic
. transmittal 6f_noncurrent racords from office spaca aﬁd filing
equipmeet to moxe eéondmical,atoraga in the Agency Archives.
‘ These Ratantioe.Plana shall be maintained in a current status,
| 4. RESPONSIBILITIES. . e
"(l) The CIA Aréhivisc «~= The CIA Archiviat shall:
| '*(a).’Sglecc, arrange,-con:rol,_apd make availabla for;reaaarch
o thequrmanently,valuablé records of tha Agency.
’-(b),‘qunish epaff guidance, assistenee. and coordination of -

~_the Agaﬁcy‘Ardh;val Program.
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.f(ﬁ) Coéfdinate with the CIA Records Adminiatrgtion Officer
| in the review and approval of racords control schaedules
» to ensure £ha:'permanently valuable records ara not
| inadvertently_gchéduled for destruction.
‘(d) 'Diract tﬁe activities of the Agency Archives.
| (e) Malntain Agency Archival lilailson with the National Archives
' and Records Sarvice (NARS) Ganetal Services Adminiatration
(GSA) on archival record mattexs.
(£)  Raview the Agency Archival Programs astablished in tha
__. . various Operating officas..
"(g): Promote_the Agency Archival Prog:am through training and
publicity. -

(h)  Conduct: research on Archival techniques and procedures to

. inmprove and promote efficient archival management practices. .

(2) The Executive Director—Comptrollar, Deputy Directors, and

f,y Deputy Directors, and Heads of Independent Offices shall:
| (a}f Eﬁtabliéh direct, and maintain for their respective
jurisdictions Agency Archival Programs consisting of the
_':elements ouclinad in subparagraph be above. B
:J(b)_ Maintain liaison with other offices of the Agency, as
'required;'in cﬂe pégf6£man¢a of ghdif archival responsi~

© bilities.
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Heads of Independent Offices.. The Executive Director-Comptroller,
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(c¢) Designate an individual who will be responsible, In
coordination with the CIA Archivist, for the development
arici-_adrﬁinistratior; of the Agency Archival Program uwndax

. their respectiva jurisdictions '
. . * '\ :
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 ANNOUNCEMENT, OF ASSIGNMENT 70 KEY POSITION

Effective (ldaf.e)_ e appolated 25X1A

CIA Archiviat. .
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